SUMMARY PROCEDURES FOR MANAGING DRUG INCIDENTS

Other students 
This stage refers to the reporting of a school incident involving drugs.
The following are key issues to be considered:  availability of the principal and the police  location of the incident  physical wellbeing of the student  emotional state of students, parents and school staff  procedures for questioning and searching and the rights of those involved
Circumstances, location and resources will determine whether procedures 5-11 occur in this stage or at the following stage of intervention.
OBJECTIVE
To develop a plan to address the immediate consequences of a school incident involving drugs by the effective co-ordination of school and other relevant personnel.
Legal and Professional Responsibilities of School Personnel
All school personnel have legal and professional responsibilities to respond to information about, and incidents involving student use or possession of licit and illicit drugs at school or during school activities. These responsibilities should be understood by school personnel, students and the broader school community.
PROCEDURE
1. When school personnel suspect or are advised that a student has used or possesses a drug, it is necessary to establish and respond to the student's health and safety status. The incident, students and substance involved must then be referred immediately to the school administration.
2. The school administration will identify a person to be responsible for managing the incident. The guidance officer, or other appropriate person, should be advised that an incident has occurred and that their involvement as a student and family support person may be required. The person managing the incident should form a management group, consisting of student support person, relevant year level Dean and, if required, other school personnel.
Note:
The principal may be required by the regional executive director to conduct a formal investigation which may influence the role of the principal in the initial stages of an incident.
3.
The person managing the incident should establish and validate facts by interviewing relevant staff and students. The only aim of the questioning is to establish that an incident involving the unlawful use or possession of a substance may have occurred and to identify who may have been involved.
INTERVIEWING STUDENTS
When it is suspected that a student has unlawfully used or is in possession of a substance, administrators need only to establish who was involved. Additional information obtained by the administrator at this stage may be detrimental to subsequent police investigations. 4. Obtain and secure substance and implements for its use, following appropriate procedures for searching and securing student property.
SEARCHING AND SECURING STUDENT PROPERTY
Where school personnel have reasonable grounds to suspect that a student may have an item that contravenes school rules, they may request the student to hand over the item or cooperate in the search of the student's property.
An independent witness must present during a search.
A student can decline to hand over property they claim to be their own or to co-operate in the search of their property. School personnel should advise the student of concerns regarding the property and inform the student that their parents or guardian, (where the item is not permitted at school), and the police (where the item is illicit or it is unlawful to possess or use the item), will be informed of the situation.
Only if there are reasonable grounds for believing from the student's behaviour or statements that they may cause immediate physical harm to themselves or others, can school personnel seize the property of a student.
Excessive force must be avoided.
Administrators and teachers should exercise care with confiscated property and must store it carefully and securely. (Bag and tag into the school safe)
If a student declines a request for their property to be searched, school personnel could take one of the following actions, depending on the circumstances of the specific incident:
 If it is suspected that the student's property contains a substance or item which is not illicit such as alcohol and cigarettes but its possession contravenes school rules, the school administrator should contact the student's parents or guardians for consent and request their assistance with the search of the student's property.
 If it is suspected that the student's property contains a substance or item, which is illicit (such as cannabis and bongs), the principal should inform the Juvenile Aid Bureau or other police and request a police search of the student's property. The school administrator should contact the student's parent or guardian and request that they be present during the search of the student's property.
 If it is suspected that the student's property contains a substance or item which is illicit (such as cannabis and bongs) and it is understood that an adult including the student's parent or guardian may be involved in the incident, the school administrator should contact the Juvenile Aid Bureau or police for advice prior to informing the student's parent or guardian.
Refer to: Department Of Education Manual Legal and Legislation (LL-09) Police Investigations at State Educational Institutions.
SECURING SUSPECTED ILLICIT SUBSTANCES
School personnel who find or are given a substance suspected of being illicit should secure the substance in a place restricted from general access, such as a school safe or lockable filing cabinet. (It must be bagged & tagged.)
The substance should be labelled with the date, time and location where the substance was obtained and school personnel who have had contact with it. Where possible, a school administrator should confirm the labelling of the substance and accept responsibility for its containment prior to handing it over to police.
Under the law, any suspected illicit substance must be reported to the Police.
5. Where it is suspected that a student has used or possesses an illicit substance, the administrator managing the incident should notify and provide facts to the Juvenile Aid bureau or other police.
IN THE ABSENCE OF A SUBSTANCE
If a substance is not found, but there is sufficient information, such as confirmed reliable witnesses and evidence such as the student's behaviour to suggest that the student has used or possessed a substance, the school administration may take one of the following actions:
 Suspected substance is licit such as alcohol: contact the student's parents or guardians and take action according to the school procedures for drug related interventions.
 Suspected substance is illicit such as cannabis: inform the Juvenile Aid Bureau or police of relevant details, contact the student's parent or guardian and take action according to the school procedures for drug related interventions.
Note: It is critical that the school administration takes action based on the specific details of the incident only after consideration of the validity of the information and evidence.
 Where it is suspected that the student has used or possesses an illicit substance, the person managing the incident should inform the student's parent or guardian that an incident has occurred; the guidance officer or other appropriate person is available to support the students involved and their families; and refer the matter to the police. The parent or guardian may be required to accompany the student during police questioning.
 The person managing the incident will ensure that a written record of the incident is maintained, including the names of all students, school personnel, parents, police and other individuals involved in the incident. Follow up contact with police may provide additional information such as identification of the substance. The Juvenile Justice Act 1992 prescribes restrictions on information police officers can provide to school personnel.
6. The student support person can plan to contact the student, their parents or guardian, year level co-ordinator and, where necessary, community health agencies. The student support person should focus on and support the health and education needs of the student.
7. Where there is sufficient information and evidence to confirm that a student has contravened a school rule, and having met with student support person and other relevant people to consider the welfare and educational issues relevant to the incident, the school administration will notify the student, parent or guardian and when relevant, regional office, of the school action in response to the incident. The date, timelines for action and the avenue and time available for clarification should be recorded as outlined in Department of Education Manual (LL-03) Judicial Review.
8. When there is not sufficient information and evidence to take action, the school administrator should note the incident, contact the student's parents/guardians to advise them of the general concerns related to the student's behaviour and implement processes to monitor the student's behaviour at school.
9. The person managing the incident should arrange for debriefing of all students and staff involved through the guidance officer or other appropriate person. Another guidance officer may be requested to do this if the school guidance officer has been the student support person.
10. Ensure that records are completed detailing the nature of the incident, personnel and agencies involved, meetings held with parents and students and the action taken.
INTERVENTION: SHORT TERM (1-6 DAYS)
This stage can involve further investigation, disciplinary action, liaison with other agencies, media contact, rumour development and also can represent a period of tension, emotion, conflict and anger.
Decisions impacting on the future of the student may be made during this stage. Steps 5-11 stated in Section 2: Intervention -Short Term may occur in this stage, if they were not completed previously.
OBJECTIVE
To implement fair and just actions, consistent with department policy and legislation, that address issues relevant to the education and welfare needs of the student involved in an incident along with other school community members. 4. The student support person can provide ongoing support to the student and family through liaison with health, police and community agencies. This support may include monitoring of the student's welfare and progress at school and school or community based counselling for the student and family.
5. It may occur that, after all other approaches have been exhausted or rejected and consideration of the education and welfare needs of the student, the principal suspends the student. In this event, the following issues need to be addressed by the incident manager in consultation with the management group:
 Maintaining liaison with the student, family and community agencies; and  Providing work units for the student.
6. The person managing the incident should advise staff of the outcome of the incident and, where appropriate, after discussion with the consent of the student and their parents/guardians, provide a clarifying statement to other students and parents.
7. The incident manager may co-ordinate with the school guidance officer, or other appropriate person, a follow-up debriefing for all students and staff involved. Another guidance officer, or other appropriate person, may be required if the school's guidance officer has been the student support person.
INTERVENTION -LONG TERM, 7-90 DAYS
Following an incident, there may be cause to monitor the progress of the student, provide support to other students, review the appropriateness of school actions and maintain contact with other agency personnel. In some situations, where an exclusion has been decided or a student chooses to transfer, contact will be made and information and support provided to the school enrolling the student
OBJECTIVE
To facilitate reintegration of the student into the current school or integration into the new school.
PROCEDURE
1. The student support person can monitor the student's welfare and progress at school through liaison with the year level Dean, teachers, administration and parent and provide ongoing support to the student and family in co-operation with health and community agencies.
2. If a recommendation for exclusion is approved, or if the student chooses to transfer, the student support person can co-ordinate transition arrangements. This would include:
 providing student information to the new school in accordance with departmental policy concerning the provision of student information; and  contacting the new school's administrators, guidance officer or identified student support person to co-ordinate the integration of and support for the student.
3. The student support person should contact the identified student support person at the new school after four and twelve weeks to ascertain the effectiveness of the student's integration into the new school. Where appropriate, the student or the parents of the student may also be contacted to obtain information on the student's progress at the new school. This action not only will indicate to the student, their family and the new school that the school has maintained interest in that student, but will serve also as an evaluation of the intervention process.
All previous actions and subsequent contacts are to be noted on the Incident
Record and filed for reference. 
COMMUNICATIONS
Parents are reminded that the possession or use of any drug by students at school, except where parental consent for medication is provided, is not permitted and will be dealt with in accordance with school procedures for managing drug related incidents. These procedures focus on the relevant legal, educational and health issues.
Further information on these procedures can be obtained by reading the Department of Education Policy, CS-10 Drug Education in Schools and the Merrimac State High School Policy.
One person should be designated media contact e.g. Principal
